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Attendance Management Policy
Rationale
To ensure that all children are using their nursery place and that all absences are accounted for and followed up.
Aims

In Mount Florida Nursery Class, we follow up unexplained absences (over a few days) with a phone call from the Team Leader.
Objectives
To ensure that all attendances are recorded and that absences are genuine and reported.

To work closely with other agencies involved with the children.
Guidance

· During induction process the parents or carers are advised on the importance of contacting the school if, for any reason, their child will be absent from nursery.
· If a parent contacts the school office regarding a child’s absence the SEEMIS system will be updated and nursery staff will be informed.

· If a child has a pre-arranged reason to be absent from nursery, this will be recorded in the nursery diary, for staff to check against. The relevant code will be marked in the register. 
· If the child has social work involvement, and an agreement has been made to monitor the child’s attendance, their social worker is contacted.

· If an absence remains unexplained and we are unable to contact the parent or carer, the emergency contact, the health visitor is contacted.

· If applicable, children’s absences are also marked in the child’s pastoral notes.
· If a child has continuous erratic attendance staff will monitor and keep note of attendance patterns in the nursery diary.
Success criteria
To keep a record of the children’s attendance and inform Depute Head Teacher of any concerns around this. 
· Management Circular 5 Children or Young People Absent or Missing from school

· Children’s attendance records on click & go
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